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16 August 1972

TO : All Cable Originators

SUBJECT: Outgoing Message Forms

25X1

As noted | |the new outgoing message forms,
which were placed in use concurrent with the issuance of
that notice, are interim in nature and revisions are to be
made based on customer reaction and other factors.

One significant problem has been encountered with the
forms. Certain information printed on the original copy
in drop-out blue (to preclude reading by the Optical Char-
acter Reader) does not reproduce satisfactorily on distri-
bution copies. This compels the cable reproduction offices,
"during the period of use of the interim forms, to use the
second (NCR) copy -for reproduction.

The following actions on the part of cable typists
and originating, authenticating and releasing officers
will assist the cable reproduction offices in their efforts
to provide the most satisfactory distribution copies pos-
sible: ' ‘

a. Use the number 5 setting of the Impres-
sion Control on the Selectric typewriters. '

b. Make corrections or insertions on the
message forms with ball-point pen or typewriter
to obtain a good impression on the second copy.

c. Treat the second copy of the form
package with reasonable care.

d. Originating, coordinating, authenti-
cating and releasing officers sign off on the
second copy of the form rather than on the
original.

~ Those offices in which typists may have difficulty in
achieving good copy quality, whether due to the Impression
Control or other typewriter adjustments (alignment, skew,
etc.), should contact their typewriter service man for
assistance.
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SUBJECT: (Optional)
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